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before beginning
IT'S A LONG WAY FROMHAN IDEA .T0 A BOOK, AND WE'D

LIE'TO PAUSE IN A SILENT SALUTE TO THOSE WHO" CONTRIBUTED
THEIR IDEAS, CRITICISM AND gUPPOOt'. OUR StNCEREST NODS
GP PARTICULARLY TO WALT BENTON.AND RICHARD LANGE OF 'THE

4 MICHIGAN EDUCATION ASSOCIATION, RICHARD MUELLER OF THE
MACOMB INTERMEDIATE SCHOOL DISTRICT AND VIRGINIA ROSS
OF\THE'NATIONAL SCHOOL PUBLiC RELATIONS ASSOCIATIONi

ALLOW US, PLEASE, TO'ALSO THANK THE EDUCATORS ACROSS
THE'

1

UNITED STATES WHO-SHARED AN IDEA OR GENERATED A SPARK.

\,,WE WISH TODEDICATE OUR HUMBLE EFFORT TO0ROY K. 'WILSON
FORMER EXECUTIVE-DIRECTOR OF THE NATIONAL SCHOOL PUBLI-C
RELATIONS AS'SOCIATION. ROY SER$VED THE ASSOCIATION-FOR
25 YEARS PRIOR TO HIS RETIREMENT IN 0976, AND DID AS MUCH
AS ANI7ONE TO-ADVANCE THE CAUSE OF EDUCATION THROUGH

-RESPONSIBLE-COMMUNICA.TION.. .

9

\

WILLIAM J. BARACH

ANN BARKELEW

\SIN5pLE COPIES $2.95 POSTAGE PAID. MICHIGAN
\RESIDENTS ADD 4%: (10-50 COPIES, $2.50; 51
'1OR MOIE COPIES; $2,-25. POSTAGE PAID)

,IALL ORDERS UNDER i10 MUST BE ACCOMPANIED 'BY
1:)AYMENT, -ORDERS OVER $10. MUST BE SENT WITH
\PAYMENT UNLESS SUBMITTED ON AN AUTHORIiED
I.PURCHASE ORDER.--

THE BANACH-BARKELEW BRAINSTORMING BOOK', (C) COPYRIGHT 1976,
WILLIAM j,-.--BAO-A-CH,:-THENERGY'GROUP: INC-,53938 SUNDERLAND,
UTICA, MI 48087.. .SECONb'PRINTING.- ALL-.RIGHTS'RESERVED. NO
PORTION (jiF .THIS BOOK MAY BE ,COPIED DR REPRODUCEb MTHO'UT
PREVIOUS NRITTEN:PERMISS-I-ON-FROM,-THE-&YNERGY-GRO-00, TNC.
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HAVE TOOTH ENVELOPES FOR SENDING
HOM,E THE TEETH THAT FINALLY COME
OUT AT SCHOOL. INCLUDE'A NOTE FROM
THE TEACHER. THESE6ARE TENDER MOMENTS
PARENTS DON'T WANT TO MI$S.

k 4

THINK ABOUT YOUR PARENT-TE4,CHER
CONFERENCES. ASK YOURSELF, 'IF
WERE A PARENT, WOULD I FEEL COMFORTABLE
HERE.?'

TURN PEOPLE ON BY BEINt ENTHUSIASTIC
YOUPSELF. SHOW PEOPLE YOU ARE GENUINELY
INTFRESTED IN WHAT THEY ARE D0ING.

ORGANIZE AN ALL-SCHOOL,BRAINSTORWING
DAY TO GET SEVERAL KUNDRED WIDRKALE
COMMUNICATION IDEAS*-- UNIQUELY
APPROPRIATE TO YOUR SCHOOL.

-'IDEAS'LIKE.THESE REPR'ESENT THE 'WHY' BEHIND THE
0

BANACH-BARKELEW BRAINSTORMING BOOK. "' DE$1GNED TO

HELP YOU THINK ABOUT AND IMPRGVE

_t,

YOUR PUBLIC RELATIONS...

AND WHAT PEdPLEDTHINK ABOUT YOUR SCHOOL, IT WILL .HELP

.YGU'IDENTIFY -ALL THE G000 PR THINGS YOW.RE DOING 'NOV.
0

SAF1D. IT WILL HELP yold WEED OUT.THE NEGATIE:ACTIVITIES

.0%

USUALLY ATTRIBUTED.TO 'OTHER.PEOPLE.'

THE BOOK IS ONLY A CRUTCH. IT WILL BE AS GOgD (OR

BAD) AS YOU ARE. AND ALTHOUGH IT'S DESIGNED TO BE.USE0.

'IND1-VIDUALLY, IT WILL .HELP YOU.BE EEN MORE E'FFECTIVE

IF YOU WORK ON IT WITH A COLLEAGUE...OR SEVERAL

COLLEAGUES.
. .

Two THIN-!S-E NEEDED TO GET THE M/OST'FROM WHAT

FGLLOWS: LIBERAL QUANTITIES OF IMAGI/NATION AND A PENCIL.
0



THE MORE YOU TAKE OUR tDEAS AMD .CHANGE THEM TO ydrs,
. ,

THE MORE EFFECT
rlY

E YoptLL BE. THE MORE (Qii WRITE IN THIS
A

BOOK, .T4E MORE YOU'LL GET FROM IT. So MAKE MAPOINAL NOTES,
.

CROSS OUT THINGS:YOU DISAGREE WITH AND ADD:.THOUGHTS ABOUT

COMMUNICATION THki COME TO WIND AS YOU THUMB. THROUGH THE

PAGES

what is public relations anyway?0-
,

POSITIVELY SPEAkING, IT'S A TWO-WA'Y, PLANNED, REGULAR

PROGRA'M OF BUILDING7.BETTER.UNDERSTANDING BETWEEN SCHOOLS

ANEj THE.PEOPLE THEY SERVE.0

'ITA'S;'PUTTING TOGETHERTHE. GOGD*THINGS .YOLARE..
, .

'ALREADY DOING-AND PE-RHAPS ADDING A F,EW MORE..

COMMON SENSE ORGANIZED. IT IS BEING CONSIDERATE OF

OTHERS. IT IS"RECOGNIZING THAT,LIStENING IS,'MORE
,

IMPORTANT THAN.TELLIN°G. -IT IS CARING ABOUT PEOPLE.

Why do we need Or?,
P

BECAUSE THE,PUBLIC SUPPORTS T14INGS THEY UNDERSTAND...:

OR THINK THEY UNDERSTAND. WITHOUT THE UNDERSTANDING
.4

COMMUNFCATION GENERATES, scHooLa AND-SCHOOL PEOPLE DON'T

.dET THE BACKING THEY NEED TO-PROVIDE NECESSARY..EDUCATIONAL

,PROGRAMS.



what kind of job.have we been Oping ?

NOT A VERY'GOOD JOB. THE POLLS ARE CONVINCING.e.1ND
. .

DEPRESSING. CONFIDENCE IN EDUCATION IS ON THE DECLINE.

TEACHER IMAGES ARE AT A411ALL.TIME LUW. AND ADMINISTRATORS'.

No 'AND BOARDS OF EDUCATION. ARE HAVING DIFFICULT TiMES4MUSTERING

SUPPORT FOR VITAL PROGRAMS)AND SERVICES.

EVERYONE.HAS SEEN EXALAPLES OF 'BAD PR'...FORtINSTANCE:

IN THE 5OUTHWEST A BOARD OF EDUCATION REFUSES TO CHANGE

A HIGH SCHOOL STUDENT'S.SCHEDULE SO SHE CAN BE WrTH HER,

CRITICALLY ILL. FATHER IN THE, HOSPITAL.

IN THE MIDWEST A WORRIED MOTHER CALLS THE SCHOOL. THE

BUILDING'PRrNCIPAL TELLS HER THAT HE DOESN'T KNOW WHY HER

DAUGHTER HASN'T-COME HOME FROM SCHOOC...AND HANGS.UP THE
0

' PHONE.

IN AN EASTERN SCHOOL DISTRICT.A DIRECTOR OF INSTRUCTION

TELLS THE TEACHING STAFF THAT THE PURPOSE OF THE YEAR'S

FIRST PARENTTEACHER CONFERENCE rS '...TO PROVIDE A FORUM

IN WHICH THE TEACHER CAN. INTERROGATE 'THE PARENT...'

ON THE WEST COAST A 5CHOOL SECRETARY. WON'T ALLOW A JUNIOR_

H.IGH GIRL TO USE A .SCKDOLPHONE TO CALL HOME FOR A RICE,
1

AND, IN EFFECT, FORCES HER TO'WALK THROUGH A DANGEROUS

NEIGHBORHOOD.

IN StOUTH, A SURERINTENDENT CONVINCES THE BOARD OF

EDUCATION TO 'SALVAGE THE BYDGET1 BY.ELIMINATING BUS SERVICE,
a

AND*SURPRISES PARENTS BY DISCONTINUING SERVItE THE MORN,ING-

AFT.E'R THE BOA\RD OF EDUCATION MEETING.



IN THE NORTH A PARENT CALLS THE iCHOO_ DURING LUNCH

HOUR.., A CUSTOOIAN ANSWERS THE PHONE AFTER SEVERAL RINGS

ANO 'SAYS: THERE'S NOBLIDY HEPC--:IT'S LUNCH HOUR'...ANO

HANGS UP. 4

0

IN TF FAR WE:.1. A GROUP OF TEACHERS OECIOES NOi TO ATTCNO
.7 1

THE OPEN HOU3E''. .
BECA.USE THE CONTRACT 600E3N'T-CALL FOR4

IT.' 11

TRUE STORIES OF BAO PUBLIC RELATIONS. ALL OF THEM.

ANO IF YOU WANT MORE, JUST LOOK AROUNO. a

0
BUT G000 THINGS ARE HAPPENING TOD. (A LIST OF IDEAS '

FOR BETTER PUBLIC RELATIONS APPEARS LATER.) ANO THAT'S

THE PURPOSE OF THIS BOOKLET: TO HELP YOU BRAINZTORM MORE

G000 PR ZOEAS...AND TO HELP YOU .GET MORE MILEAGE FROM THE

G000 THINGS YOU ARE ALREADY 00ING.

now, some basics
PUBLIC RELATIONS IS A PROCESS.

Oa

IT HAS FOUR COMPONENTS:

ATIWCY7TNGLANNING,, COMMUNCATING AND EVALUATING. .

.
_

-*-ALTHOUGH THE PROCESS APPF,'RS TRITE, IT WORKS. IN FACT,

DISREGARD FOR THIS SIMPL PROCESS'IS THE MAIN REASON.,MANY

EDUCATIONAL COMMUNICATION PROGRAMS FAIL.

ANALYSIS IS, BY FAR, THE MOST IMPORTANT COMPONENT OF

.THE,PROCESS .IT MEANS LI,STENrNG.'..OR FEEOBAp<. IT IS THE

FREQUENTLY NEGLECTE0 FIRST

TWOWAY COMMUNICATION.

PART OF WHAT WE ALL REFER TO AS



WITHOUT CONSIDERING THINGS LIKE WHAT PEOPLE KNOW....

AND WHAT THEY WANT TO KNOW...ANO WHAT THEY NEED TO KNOW..

WITHOUT LISTENING', COMMUNICATION CAN ONLY BE HAPHAZARD AND..

MARGINALLY.EFFECTIVL
1,1

THINK OF
y

THE COMMUNICATION TAKING PLACL-4 YOUR

SCHOOL. HOW MUCH OF 17 J5 SEeNDING NEWSLETTERS, OR

TELLING-PEOPLE ABOUT SOMETHING OR POSTING NOTICES2 I F

.YOUR SCHOOL IS LIICE MOST, YOU'RE SPENDT-qG FAR TOO.MUCH

TIME ON THE SECOND PART OF TWO-WAY.COMMUN,IdATION--THE

SENOING OF MESSAGES--ANO NEE(D TO THINK ABOUT ADDING

BALANCE TO YOUR PROGRAN-THROUGH LISTENING.

whcit do people know about thek schools?
tt.

IN TWO WORDS, NOT-MUCH. THE POLLS CONDUCTED OVER

..THE YEARS SHOW_THAT THE OUBLIC HAS A. GREAT D.EAL OF

QUANTITATIVE INFORMATION ABOUT-THE SCHOOLS--INFORMA/TON

.

AWT4T-VES-, WHEN THE' SCHOOL DAY

STARTS, THE COST OF HUT LUNCH,. SCHOOL VACATION DATES

ANO THE LIKE.
d

. BOT4
THE PUBLIC DOESN'T KNictw MUCH A0OUT WHAT IS.

REALLY 'HAPPENING IN .THE SCHOOLS. THEY''RE NOT TUNED IN

TO WHAT WE ARE TEACHING CHILOREN ANo WHY. IN FACT, ONE

.FDOLLSTER FOUND THAT MANY PARENTS COULDN'T EVEN NAME. THETR

CHILD'S 'TEACil'IER..

-5-
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SO, ALTHOUGH OUR'PUDLICS /P4-- BEING,SUBJECTEB IR

INCREASING OUANTLTIE6 .OF INFORMATION, TFJEIR 'QUALITAT/VE

INFOROATION INDEX' REMAINS QUITE LOW. MOST POPLE S.IMPLY
0

DON'T UNDERSTAND ALL THE GOOD 'THINGS WE ARE DOING AND HOW.

EFFECTIVE WE REALLY ARE:,

er'

where do people get their inforrn6tion?

FROt PEOPLE, LARGELY. "AGAIN AND AGAIN, 'THE RESEARCHERS

,;FIND THAT. 'KIDS REPRESENT THE NUMBER ONE SOURCE OF INFORMATT,ON'

FOR PARENTS. NEXT QN THE LIST OF INFORMATION SaURCES IS A

CATEGORY WHICH INCL4DES SCHOOL EMPLOYEES...AND LHE PUBLIC

DOESN'T.DISCRIMINATE BETWEEN SECRETARIES, .PRINCIPALS%

TEACHERS, CUSTODIANS OR SCHOOL ROARD MEMBERS. IF YOU WORK
. .

A SCHOOC..,THE PUBLJC FEELS YOU OUGHT TO KNOW WHAT'S *.

GOING O. AND THEY ACCEPT WHAT YOU HAVE TO SAY AS.FACT.

OF COURSE, NEWSPAPERS AND SCHOOL PUBLICATIONS ARe

ALSO LISTED BY THE PUBLIC AS SOURCES OF INFORMATION ABOUT

SCHOOLS. BUT, OVERALL, IT'S THE PEOPLE FACTOR THAT MAkES
er

-THE DIFFE'RENCE IN WHAT 'OUTSIDERS' THINK ABOUT k SCHOOL.'

what do Reople want to know?:

ANSWERS TO THIS QUESTION USUALLY REVOLVE AROUND THE

FIRST .PERSON. THE MOST FREQUENT RESPONSE FROM PARENTS IS

'HOW IS.MY CHILD DOING?'

cr

6
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F"Al2,ENT WANT TO RC . A SSUI.,,,D T HA T .T HE I R CH ILA-1 ''',' Z.I.E. Old No
. s

:.

ALO,NG,vANO,'Ik: NOT, WAT THF.Y CAN Dp Td H'ELP.
.

. . 1 .

H
. . tI

4.PARENTS ARE'ALS0 VERY 'INTERE:STED IN WHAT.THEIR'CHTLD
..

IS BEING TAUGHT...AND HOW. THEY WAN7.10 KNQW WHAT 4'ECIAL

.k ..,

4*
:ERVICES ARE AVi\ILAy-LE TO THEIR CHILD--PEOPLE.vAND THINGS

'THAT*WILL HELP THEIR YOUNG'STER GEr A BETTER EDUCATION.

AND PARENTS WANT TO KNOW ABOUT SCHOOL RULES.
«-

INTEREST I NGL Y , .COS1? FALLS NEAR THE
^

*

BOTTOM ON MOS:I

PARENTS'. 'WANT TO KNOW' LIST'S.

NON-PARENTSTHOSE WITHOUT Y2UNGSTERS IN SCHOOL--HAVE

A SLIGHTLY DIFFERENT INFOR.MATIOAL PRIORITY. BUT, CONTRARY

10 WHAT MOST SCHOOL PEOPLE BELIEVE, COST USUALLY IS NOT Ar

TH TOP OF THE LIST.

NON--PARENTS A:RE,INTERESTED IN SCHOOL POLICIES AND

-RULES.,...AND THEY WANT TOKNOW.ABQUT THE SCHOOL CURRIC1LUM--

WHAT EDUCATORS ARE TEACHING, HOW, AND WHY..

IN SUMIAARY, PEOPLEBOTH PARENTS AND NON-PARENTS--

ARE. INTERESTED IN SCHOOL INFORMATION THAT WE AREN'T
0'

PROVIDIWG ON A REGULAR BASIS.. THEY ARE INTERESTED IN

KIDS AND HOW AND'WHAT THEY ARE DOING1 THEY ARE INTERESTED

IN THINGS THAT SCHOOI.t PEOPLE) OUGHT TO BE TELLING THEM.

-



how should an educator begin?

HERE'' II LOINT,wHERE YOU nEGIN PUTTING rHE
, , . .

,r ' ..

8RANSFORMING B6OK 10,1J SE WHErHER You USE THE MATERIAL'
. .

ON THE F.ny_OWINt PAGES ny-Y10q5eLr n-R IN CONJUNCTION WITH

*s

1

4

A FEw COLLEACIUES OR WITH YOUR ENTIRE-SCHOOL STAFF .DOESN'T

MATTER- THE nAsIc.' PROCEDURES ARE THE SAME.

what to do how to do it
FIR".3T, WE REenMMEN YOU

IDENTIFY THE \.4NRIUS

You 'OR YOUR CpLLEAGOEs OR YOUR

,ENTIRE STAFF COULD COMMUNICAT

wpTH--G.ROUPS LIKE BUSINESSMEN

'USE THE 'HERE'S WHO'S
'OUT THERE' FORM ON PAGE Al
TO LIST AS MkNY.PUBLIcS
AS you CAN. .PEND SOME
TIME ON, THE 'ASI,.GNMENT:
A TYPICAL ScHOOL STAFF
SLIOULD BE ABLE JO'LIST
40-50 .-EASILY.'

v AND.PARENTS ANC1 NON-RARENTS AND.
:-----.. C

. %

.

STU ENTS MID cLERGY AND SPECIAL
<%

trS. .i, . I .

INT- EST GROURS AND LOCAL
...

l
'GOVERN(MENT.OFFIALS AND PUBLIC

. l'

SERVICE,PEOPL.E AND UNION MEMBERS

.,%.t\FO SO FORTH.

REMEMBER .THAJ T4E PUBLIG

HAS SPLIT:INTO SEGMENTS OR GROUPS'

OR 4PueLIts.' AND.WHAT

INTET:E.STS,CNE PUBLIC MAY NOT,

INTEREST ANOTHER. ELEMENTARY
P
P4ENTS, FOR EXAMPLE, DON'T

-8-



wANT THE-SAME TYPES OF SCHODL

a

INFORMATION AS SENIOR CITIZENS...

AND STAFF MEMBERS HAVE

.INFORMATI(*AL ,NEEDS ENTIRELY

DIFFERENT.FROM STUDENTS.

',NEXT, WE RECOMMEND YOU-LOOK

AT HE LIST OF PUBLICS YDU'VE

-DEVLORED-AND-P-1-CK-THE
11'

TDP

FOUR7-THE MOST IMPORTANT.

PUBLI-CS-YOU bR YOUR SCHODL_

COULD,COMMUNI.CATE WIT

NOWTAKE A LDOK AT "WHAT

YADU ARE DOING 1-000MMCNICATE

WRITE .YOUR TOP FOUR PUBLICS
HE.c--T--8P--

.'THE BRAINSTORM FORM' ON,
PAGE 12.

WITH THESE PRIORITY PUBLICS,

AND HONESTLY EVALUATE THE
t.

'IMPACT YOU ARE HAVING... AND
4. _ ._

THE UNDERSTANDING OF EDUCATION
-

yoU ARE HELPING TO CREATE-

THIs Is iHE POINI WHERE-YOU

THINK ABOUT IMPROV4N6 'THDSE

ACTIVITIES YOU CAN AND

ELIMINATING-(FINALLY:) THOSE

THAT HAVEN'T WORKED FOR YEARS.)

_ I 3

-TURN TD PAGE 13, THE
'PR INVENTORY' RORM WILL
kEUP-Y,OU EVALUATE WHAT 'Yob
ARE DOING t\IOW TO COMMUNICATE
WITH youR PRIORITY.PUBLICS.
MATCH"YOUR PRIDRITY.PUBLICS
AGAINST YOUR ACTIV_ITLES.
THE.BLACKENED BOXES WILL
pROFILE YOUR IMPACT.

_

s-



NOW IT'S TIME FOR SOME NEW

APPROACHES-.-TIME TO SETIF

THERE AREN'T SOME BETTER

IDEAS FOR COMMUNIJCATING

WITH YOUR PRIORITY PUBLICS.

THIS I8 T-HE TIME TO MUSTER

SOME SUPPORT AND DO SOME'

BRAINSTORMING. THE IDEA IS

TO GENERATE AS MANY IOEAS

AS YOU CAN FOR EACH PR'IORITY

PUBLIC.

AND, FINALLY...IT'S

TIMT TO BUILD A FIVE-q4INUTE-1.

A-DAY PR, PLAN.,4,FOR YOURSELF;

YQUR SCHOOL OR YOUR SHOOL

DISTRICT.
1.0

FIRST, REAO THE\
'BRAINSTORMING.:\ FOR
CAN-DO THINERS' MATERIAL-.

THE-BACK OF THE BOOK.
WHETHER YOU.ARE GOING TO'
314-kl-NS-TORMTW-I1F1-A-.-FEW-
COLLEAGUES OR WITH EVERYBOO'
IN THE DISTRICT, YOU'LL NEE(
THIS INFORMATION.
THEN do BACK TO '-"RHE

BRA INST-ORM7FUN PAGE- 12'
SPENO FIVE MINUTES
BRAINSTORMING IDEAS FOP"'
IMPROVING COMMUNICATION
TTH-EACH PUBLIC.

FIRST', LOOK OVER THE LIST%
, OF PR IDEAS WE'VE. PROVIDED
(THERE ARE OVER 100 IDEAS
IN- THE SECTION TITLED .

'MORE PR IDEAE',ON PAGE 14.

.TH,EN TURN TO PAGE 23 AND.
WORK YOUR' WAY tO PAGE 28.
INSTRUCTIONS APE PROVIDED

WAY.

S!

-



...Heres Whds .00 .Thette:.-

WI:HD coULD Y ULOE Y uRs_c-HaO -A-F-F--r-CIII CATE

WITH? LIBT AS MANY PUBLICS AS YOU CAN:

ee. e

0

Li



T e Ncilnstorm Form

PUB,L I C I PUBL I C # 2

a

1 2-

-PUBL I C. 3 PUBL I C # 4

16
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My:PR :19*Ttoilf.

LIST'BELOW THE PRT-HINGS-
YOU ARE DOING NOW.

f :

TO THE RIGHT ARE SOME PUBLICS
TYPICALLY AFFECTED BY OR
INVOLVED IN'PR ACTIV11,IES. YOU'

CAN ADO OTHERS. 'e

PUT AN X IN THE BOX 11) THE TWO
PUBLICS MOST 'AFFECTED BY OR
INVCT_VED INEA,CH OF YOUR PR
ACTIVITIES.

A

13
.1 7

^



Mo4'PgIdeas
HOLD MONTHLY INFORMAL 'YAP SESSIONS' INVOLVING
PRINCIPAL ANO STAFF, PRINCIPAL ANO.STUOENTS. OPEN
THE STAFF ROOM ANO PLAN TO DRINK LOTS OF .COFFEE,

RE LOTS OF INFORMATION ANO DO LOTS OF LISTENING
TO CQNCERNS WHILE BUILDING G000 WILL AND FEELINGS OF
UNITY.

2 INVUE SPECIAL LUNCHEON'GUESTS FROM THE COMMUNITY TO
UPDATE THEM .ON PROGRAMS ANO SOLIZIT SUGGESTIONS.

HAVE-KIINI-TOURS FOR SPECIAL GROUPS, INCLUDING
BUSINESSMEN, SENIOR CITIZENS, NON-PARENTS AND TEACHERS-

.

:FROM FEEDER SCHOOLS. 4

..,,SET UP A WELCOME WAGON FOR YOUR SCHOOL. USE-RETIRED
::-TEACHERS, PARENTS ANIDOR,STUDENTSAS'YOUR SCHOOL'S
'AMBASSADORS-

t

PUT COURSEIN PUOL1C EbOCATIONyIN'YOUR SCHOOLS
'ZURRICOLUM FOR A OAY OR A QUARTER.

i \ ':
4

,

\

.RECOGNIZE 7SCHOOL,EMpLOYEES FOR SERVICE TO THE \SCHOOLS
0.AND TO THE.COMMUNITY' .

____.

7. ANSWER QUESTIONS IN STUDENT NEWSPAPERS;. 00 REGULAR
COLUMNS.

flEr2P1KE YOUR DAILYSTAFF BULLETIN PROVOCATIVE.
LET IT HELP-SET THE TONE FOR THE DAY... IF BULLETINS.
-ARE ONLY BEING USED AS VEHICLES TO GET ANNOUNCEMENTS
'OUT, WO'RK TO BAN THEM.

S6RVEY SWITCHBOARO QUERIES 44D QUE'STIONS ASKED OF
a .SCHOOL'PERSONNEL: THOSE ARE AMONG. THE QUESTIONS

7HAT NEED ANSWERING IN MEET1NGS, NEWSLETTERS, ETC.

.10. 'USE THE GRAPEVINE NETWORK.,,,110LTHIWG IS MORE .POWERFOL.
NOTHING,;GETS THE WORD OUT FASTER.

11. SET UP A LISTENERS BUREAU IN YOUR COMMUNITY. 'SUGGEST'

MEMEARS ADVERTISE THEIR TELEPHONE NUMBERS. LETHEM.
KNOW THAT'YOU 13EALLY-WANT:70 KNOW 'WHAT fs BEINSAID.

AND,. BE ,SURE'TO CET THEM' KNOW WHEN ybU HAVE FOkLOWED
UP ON CONCERNS THEY HAVE SHARED 'WITH 'YOU.

7-14-
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172-7--SORN/E7--AFTER PARENT-T ACHER CONFERENCES. ',ASK HOW
:EFFECTIVE/YOUR-CONFERENCES ARE ANDQWHA-T ADDITIONAL

------K+1-NDS-01-NFOMATI-ON-PARENTS WANT AB-GOTYOUR, SCHdOL.
THE. RESPONSES WILL H LP YOU'IDENTIF COMMUTUCATION

NEEDS,

13 :FRY:NEIGHBORHOOD COF EES - .CONG BEFORE THE.,SCHOOL

ELECTION CAMPAIGN.
4

14. HAVE A IDRESS PREVIE AT THE BEGINNING OF THE"SCHOOL"

,YEAR. INVITE THE ME IA- pEOPLE WHO COVER YOUR DISTRICT

IN FOR COFFEE,AND A LUCK LOOK AT WHAT.THIS YEAR WILL
BE LIKE fN YOUR.SCHO L - NEW PEOPLEi. NEW PROGRAMS,

o NEW DIRECTIONS, NEW OLICIES, ETC..

a

151 LET STAFFHMEMBERS KN W OF,pISTRICT CONCERNS - ON A

REGULAR'BASIS. STAFF SHOULDN'T LEARN ABOUT THINGS
'SECOND HAND.' c'

------7--_
4_

j6.- HAVE-A-MONTHLY BIRTHDAY 'CALENDAR POSTED'IN fHE,HALLWAY -

WITH EVERYONE'--S'BIRTHDAY__ON IT. BE SURE-TO-ADD NEW
STUDENTS WHEN THEY ARRIVE.

f

_

-1'

----__

,
17.. PUT A.SLIDE SHOW ABOUT YOUR SCHOOL IN A SUITCASE

' FOR HOMES, SERVICE CLUB'S; REALTORS. ,

-

18. 'HAVE NEWS CONFERENCES FOR STUDENT PAPERS.
.4

19.. SEND.LETTERS- NOT FORM LETTERS TO A FF DURIqs

SUMMER VACATION. j_ET THEM KNOW HOW IMPORTANT. YOU

THINK THEY ARE. .

s

\
.

_

20. BE VISIBLE:IN THE MORNINGS'. TRy TALkING *ITH EACH
STAFF MEMSER EACH. DAY - EVEN IF IT'S JUST A WARM ',

'HELLO.' .

.

21. 4H0LD BRIEFING SESSIONS:WITH BARTEND/ERS, BARBERS,
BEAUTICIANS AND MAICMEN - THE REAL OPINfON MAkcERS!
(TALK IS RA,aT, OF THgIR TRADEMARK.) GIVE THEM, SOME

SOLID INFORMATION ABOUT YOUR,SCHOOL AND EXPERIENCE'

THE ENJOyMENT OF BEING.TALKED ABOUT POSITIVELY IN
THEIR PLACES OF BUSINESS. "(THEY-MIGHT EVEN BE
WILLING Tp GIVE YOU 'SPACE FOR S\TODENT DISPLAYS.)

..22. INVITE REPRESENTATIVE GROUPSOF PARENTS'TO-HAVE EARL`6

MORrING BREAKFAST:AT YOUR.SCHOOL. TIHEIR

CONCERNS AND SUGGESTIONS:FOR IMPROVING

,.HOLD BRIEF SEMINARS WITH REALTORS AND REAL ESTATE

SALESPERSONS. PROVIDE THEM WITH, A FACT SHEET ON'

'YOUR scHooL. INVITE THEM IN. THEVLL HELP YOU 'GET

,TO NEW RESIDENTS FIRST.
a -

C.



-24. FORW:STaDENT ADyISORY COMM.ITTEES%TO.STUDY PROBLEMS
AND.MAKE RECOMMENDATIONS.

25.'. HAVE N INFORMATION BRr'CHURE ON YOUR SCHOOL - FOR

VISITORS', FOR PARENTSTO SEND-TO-GRANDPARENTS-FOR-
GRADUATES TO HAVE' AS-KEEPSAKES.

26. SEND THA'NK-YOU NOTES 1-0,COLLEAGOES AND STUDENTS WHO: .

'GO BEYOND THE CALL-OF OUTY..:OR FOR THE GOOD WORK THEY

DO CONSISTENTLY. .

27. PUBLISH A STAFF-ORIENTED 'STAFF NEWSLETTER.ON A REGULAR
BASIS. RUT.SOMETHING EDUCATIONAL:IW7IT

28. EAT WITWSTUDENTS
. .

29. GET-TO kNOW, THE'CAFETERIA STAFF. THEY REACH SEGMENTS
-OF THE:COMMUNITY. OTHERS WILL NEVER 'REAt.LO. HELP THEM
_UNDERSTAND 'WHAT YOU'RE DOING SO THEY CAN TELL OTHERS.

30. SURVEY CITIZENS. TO LeARN. THEIR THOUGHTS,ABOUT YOUR
SCHOOL....REGULARLY.

A

31. INVITE CITIZENS .INTO-YOUR sp-poL TO OBSERVE PROGRAMS:.

,

32. CONDUCT GENERAL-TOURS OF YOUR SCHOOL PERIODICALLY..
HAVE"AN -OPEN HOUSE'THE-SUNDAY BEFORE VACATION STARTS.':
THE CLERGY CAN HELP YOU AdNOUNCE_jT.

33. SEND BIRTHDNY AND OTHER APPROPRIATE CARDS TO-COLLEAGUES. -,
(DON'T LEAVE THE JOB UP TO 'IHE STAFF HOSpITALITY-;COkWITTEE.,0-

34. SET UP A BULLETIN BOARD AND POST LAUDATORY ,MATERIALS

AND ARTICLES.

S .
HAVE ADMINISTRATORS TEACH A, CLASS OCCASIONALLY..:;.ANO#

171AV,g TEACHERS SWITCH CLASSES:WITH-COL:LEAGUES A COUPLE
TIMES EACH YEAR:* ,

36:\...MEET!WITH EACH STAFF MEMBER INFORMALLY AT LEAST.ONCE
\ASEMESTER, WHETHER YOU THINK-IT'S NEEDED OR NOT.,

..

37. HAVE A SLIDE'SHOW ON EACH NEW. PROGRAM,AND MAKE IT
AVAILABLE.

:38 P1LACE-SUGGESTION BOESAROUND AND LET IT ,BE'KNOWN:-,

SliGGESTIONS.ARE READ.%- (YOU MAY HAVE TO 'PRIME THE
:PUMP' WITH-A FEW OF YOUR OWNI-SUGGESTIONS.) WHEN
PEOPLE KNOW YOU'RE'LISTENING, THY!LL CONTRIBUTEV--%

V.

- -16



39. INVITE CITIZENS AND STUDENTS TO PARTICIPATE IN TEACHER
____INSERVICE PROGRAMS.

40. HAVE A STAFF TOASTMASTERS CLUB. GET SOME PRACTICE AND
THEN SET UP YOUR VERY OWN SPEAKER'S BUREAU. MAKE IT
AVAILABLE TO CLASSES IN YOUR SCHOOL, OTHER SCHOOLS ANDk

TO' CLUBS AND ,ORG4,N I ZAT PONS

41. AVOID EDUCATIONAL JARGON IN WRITING AND SPEAKING.
ENOUGH SAID?

42. BE ACCESSIBLE TO iSTUDENiS AND PARENTS TO DISCUSS PROBLEMS,
GRIPES OR SUGGESTIONS.

43. TURN PEOPLE ON. SHOW YOU ARE GENUINELY INTERESTED IN
WHAT THEY ARE DOING. EXUDE ENTHUSIASM.:

4 HAVE,A COMMUNICATION ADVISORY COMMITTEE AND MAKE IT AN
-ACTIVE ONE.

45. HOLD DEMON%TRATION CLASSES FOR PARENTS AND OTOEP CITIZENS..

46. $WITCH.CLASSES. WITH A NEARBY PAROCHIAL SCHOOL TEACHER/
ADMINISTRATOR 0NCE A YEAR.OR.SUBSTITUTE'.IN A`.1.COMPARABLV
DISTRICT (NOT PRE"--ARRANGED).... THEN, TAKE A REALISTIc LOOK

, AT HOW YOU.TREA4-SUBSTITUTE STAFF MEMBERS,AT YOUR SCHOOL.
...

., . . .

4:7. ASSIST.STUDENTS.IN'A STUDY OF HOW THE.SCHOOL.BOARD
. .

FUNCTIONS.

48. ATTEND A FEWBOARD MEETINGS:.

49. . FORM, Aft INNOVATIVE -IDEASCOUNCIL OF TEACHERS ANOT
ADMINISTRATORS...JUST TO BRAINSTORM:

C.,

:Do SOMETHING ABOUT-PR TPkINING IN YOUR DISTRICT.

51. HELP CREATETHE KIND OF ENVIRONMENT WHERE PEOPLE FEEL
COMFORTABLE CALLINGYOU AND OTHERS BY THEIR.FIRST NAMES.

52. KNOW THE' IMPORTANCE' OF BObY TALK

BE-A LISTENER .

54NUSE THE SCHOOL BOARD MgETI.NG AS A. COMMUNICATIONS VEHICLE
FFER A DISPLAY OF STUDENT WORK .FROM YOUR SCHOOL...7A'

L PERFORMING ROUP.....ORAN rNSTRUCTIONAL.ACTIVIS.
. .

55. HAVE A --.1...EAR UNDERSTANDING_ABOUT WHO_IS RESPONS1BLE.FOR
--WHAT, AND AKE iT KNOWN 10 ALL.



5-6-. TRY RUMOR- MI-LL SHEE1577T0UE'STION AND ANSWER CARDi-...

OR IDEA CAPOSO GET COMMUNITY INPUT.
"*.

57. PAVE A RUMdFR CUNTROL.CLEARINGHOUSE.

58. HAVE A 'bRrIP IN' ROOM WHERE TEACHERS ARE AVAILABLE TO
TALK ON AN INFORMAL BASIS WITH STUDENTS.

59 hAVE A 1-50_EPHONE FOR STUDENTS...FINANCED BY STUDENT0 -

BODY FUNIOS.
_

60, -KEEP THOSE OUTDOOR BULLETIN BOARDS FILLED AND INTEESTING.
(EVEN IF THEY HAVE TO SAY: 'SCHOOL IS OPEN.')

.

61. PUT UR.A MARQUEE At ELEMENTARY SCHOOLS ,TO ADVERTISE

UPCOMING CLASSROOM EVENTS.

'62.H MAKE STAFF MEETINGS FOR ALL 'STAFF.

63 . , SCHED(ALE STUDENT ART D ISPL AY S FOR PL ACES DOWNTOWN..
0 7

. ,

%REVERSE ROLES-WITH STUDENTS OCCASIONALLY.

REVIVE,THE OLD.OARENT-STAFF TALENT SHOW.

66, CROSS-AGE.TUTORING.

67. BUILD ''AN AWARENESS OF TRENDS AN
'DEPARTMENTS 'W:ITHIN YOUR.SCHOOL.

-

ENCOURAGE STAFF'PHONE CALLS TO 4SENT STUDENTS.

, .

6. ORGANIZE- AN. ALL-SCHOOL BRAINSTORMING DAY TO GET SEVERAL

.HUNDRED 'WORKABLE. COMMUNICATIONSYIDEAS - IDEAS UNIQUELY
.APPROPRIATE TO YOUR SCHOOL. -

v.

70. RECOGNIZE IDEAS AND SUGGESTIONS,,CONTPIBUTED 5Y.STAFF'MEMBER5

71.. 'BE SURE-THE I.NSTRUCTIONAL-PRUGRAN-GETS-FAIR BILLINC AT

SCHOOL,.BOARD 'MEETINGS.

72. INVITE THE PEOPLE JN ACCOUNTING'AND pu CHASING TO.VISIT
Cr:LASSROOMS'SO THEY CAN 'SEE-THE RESULTS.:OF THEIR WORK.-

. ,

TEACHER.OHONE CALLS Tb PARENTS-lb INVITE THEM TO

BACK7TO-SCHOOL NIGHTS.

.74 GET A:POLAROID CAMERA AND, USE IT TO TAKE.p.ICTURES OF ALL

SUBSTITUTE STAFF MEMBERS SERVING YOUR SCHOOL.:''POST JHE

PICTURES EACH DAY 7-7 TELL WHO LHE SUBS APE, WHO.THEORE'

FoR., AND ENCOURAGE A WARM WLLCOME:

1-18- 2.2



75. HAVE TOOTH ENVELOPES FOR SENDING HOME. THE TEETH THAT
F.INALLY COME bUT 'AT SCHOOL WITH A NOTE FROM-THE
TEACHER.. THESE ARE TENDER MOMENTS PARENTS DON'T WANT

TO MISS.
.

76. TAKE A- GOOD LOOK AT YOUR MESSAGES FOR. PTA NEWSLETTERS.
USE THEM TO.SHARE YOUR .THOUGHTS ABOUT.EDUCATION, YOUR
CONCERNS,. 'NUR SUGGESTIONS,"YOURCOMMENDATIONS.
DEMONSTRATE'YOUR LEADERSHIP AND ybuR.ABILITN' TO THINK.

.77: .
ORGANIZE SOCIAL OPPORTUNITIES FOR :STAFF MEMBERS. .(HOST. .

A-T. LEAST 'ONTE SUCH EVENT EACH YEAR YOURSELF..)

8. PLAk4 SPECIAL THINGS TO. MAKE. NEW TEACHL;S *EEL LESS NEW.
ASSIGN THEM A MUDDY"'..GIVE/THEM ONEfOF LAST YEAR'S'

'YEARBOOKS' FOR A MONTH OR'S:O....Pt/T. UP A ZULLETIN BOARC,
IN 'THE. STAFF ROOM WITH THEIR PICTURES, NAMES ANb SUBJECT
AREAS.

;

.GIVE ARTICULATION A TRY 'WITH YOUR COLLEAGUES ESPECIALLY.

THE 'STAFF. OF YOUR-FEEDER. SCHOOLS.OR THE SCHOOLS YOU FEED.
.YOU ARE1\10T AT YOUR BEST WHEN YOO ARE'OpERATING IN. '

ISOLATION:

SEND COPIES OF YOUR sCHpoi. NEWSPAPERS AND HONOR ROLLS TO

OTHER SCHOOLS.
f

FoLLbw-uP'oN PROBLEMS AND RE5OLVE compLaINTs - NO. MATTER',

HOW'SMALL OR INSIGNIFICANT THEY WAY SEEM. .LITTLE THINGS
HAVE A WAY. OF BUILDING INTO BIG THINGS..,

HAVE A MONTHLY- 'THINK 1..AK' SESSION FOR STAFF--.MEt'IBERS

WHO ARE INTERESTED IN ATTACKING PROBLEMS.AND FINDING'
ALTERNATIVES.

'414

85.: VISIT OTHER CLASSROOMS, ASK QUESTIONS AND LEARN' NEW

TECHNI-QUES.:

84. PROVIDE OPPORTUNITIES FOR STAFF MEMBERS',TO SHARE.;
INFORMATION PICKED UP AT WORKSHOPS AND CONFERENCES.'

85. HAVE A.'FAMILY.bAYI. AT YOUR SCHOOL--DURING AN EVENING

OR cm A WEEKEND--WHEN STAFF MEMBERS CAN B.RING,THEIR
FAMILIES TO SEE'WHERE THEY WORK, WITH.WHOM, ETC.

. ,

86. PLAN VISITS TO:THE PRINCI9.AL'S oFFIcE THAT ARE FUN AND

L.NFORMATIVE, LET THE SECRETARY EXPLAIN WHAT SHE DOES, .
WHAT THE'PROCEDURES ARE, AND THE,SERVIsCES THE OFFICE_

'PRoVfO'Es., Iff STUDENTS WANT TO SI'T AT THE PRINCI'PAL'S

DESK, LET THEM'. '(4ATCH 'How MANY WILL PUT THEIR FEET'

UP oN THE DESK.)



87. HAVE STUDENT TOUR LEADERS, STUDENT:HOSTS AND .HOSTESSES
FOR VISITORS TO YquR SCHOOL. THERE!S NOTFING 'MORE
INFECTIOUS THAN.STUDENT

rF YOU HAVE PROFESSIONAL PUBLIC RELATIONS PEOPLE AMONG
4

THE PARkpITS IN YcluR scHooL, SET U0 A PP ADVISORY
COMMITTEE.. THEY'LL COME UPAITH SUGGESTIONS'AND AIDS
'YOU NEVER DREAMED.POSSIBLE. (AND, THEY'LL BE PLEASED
WITH YOUR RECOGNITION OF THEIR TALENT.)

.69. WHEN STUDENT WORK IS'ON DISPLAY-SOMEWHERE IN YOUR
_BUILDING, SEND A NOTE TO EACH STUDENT'S PARENTS INVI.TIN'GV.

THEM TO DROP By TO SEE IT.

90. .-INCLUDE BUS DRIVERS AS ONE OF YOUR PRIORITY AUDIENCES.
INVULE THEM.TO STAFF MEETINGS, LEt THEvl-KNOW HOW
IMPORTANT THEY ARE TO YOUR SCHPOL.

91. HAVE AN ilkLUMNI DAY.' FOR FORMER STUDENTS.

.92. HAVE A MAP OF YOUR SCHOOL CAMPUS WITH 'YOU ARE HERE',

MARKS.-°.

IF Y'ou HAVE ACCESS TO A CAMPER OR VAN...GO 061- INTO

-youR ATTENDANCE AREA, PARK',IN CULDE7SACS AND WELCOME
PARENTS AND,OTHER.CITIZENS FOR A CUP .OF%COFFEE AND A

.

94. HAVE A 'KID'S PAGE' IN ANY KIND OF NEWSLETTER-YOU SEND

(DLJ.T. IT INCREASES AADERSHIP AND INSURES DELIVERY.

95., SHOW OFF. YOUR GOOD PEOPLE AND GOACY'PROGRAMS:

USE THE PROCIPLE OF. THE DISINTERSTED' THIRD PARTY--

THE JESTIMONIAL7.-I.W.TFLL,ING'ABOUT.NEW PRACTICES AND

PROGRAMS,.
- .

97. GIVE STUDENTS OPPORTUNfTIES FOR XIEANINGFUL INVOLVEME10-,
,

.
DON'T LET THE'IR LEADERSHIP ORPORTUNETIES.BECOME
TOKENISTIt.: 1%

a

98. IF YOU'REALLY MEAN IT MHEN :YOU ..TELL.STUDENTS, 'THIS.IS

, YOUR SCHOOL,' -GIVE THEM OPPORTUNITIES TO'BRING,A-.vISITOR
ON CAMPUS WITHOUT 1-00 MUCHRED TAPE.

99. TRY 'LET'S' TALK' IT. OVER.L. SESSIONS',WFTH YOUR,PTA. ROOM

MOTHERS. MAKE THE GET TOGETHERS.UNSTRUCTURED AND. OPENL
't?

TO' ANY.AND ALL SUBJECTS.

-20--



100. MOVE STAFF MEETINGS ARUuNu z,LnyuL-. _

A OIFFERENT LOCATION. AND; EVEN IF IT CQSTS A 'DOLLAR

OR TWO EACH TIME, HAVENSOMETHING TASTY TO EAT OR DRINK.

101. TRr USING THE TELEPHONE FOR FOLLOW-UP CALLS TO

SUBSTITUTES..

102. TAKE A STUDENT HOME TO.DINNER. (ASX THE PARENTS FIRST.)

103-; TELL PARENTS WHEN YOU'RE AVAILABLE 'FOR CALLS.-..AND-

', ENCOURAGE THEM TO tALL WITH ANY:QUESTION.

.104. CALL STUDENTS WHO ARE ENTERING A NEW scHooL OR A NEW

GF6DE...BEFORE SCHOOL STARTS. (THE'IDEA IS ESPECIALLY..

EFFECTIVE WITH FIRST GRADERS.)

.105.: PUT ASIDE PART. OF YOUR STAFF BULLETIN BOARO-OR''G000

GOSSIP.'

106J ,TELL PARENTS HOW TO SPENO TIME WITH*THEIR CHLLDREN___

DURING THE SUMMER. GIVE,THEM A LIST OF COMMUNITY

RESOURCES, PLACES-TO VISIT, ETC.

107. HECP A_PARENT tUTOR HIS CHILDREN.

108. THINK ABOUT-YOUR PARENr-TEAGHER CONFERENCES. ASK

YOURSELF, 'IF I ERE A pARENTOWULD I WANT TO KNOW,

WHAT I'M TELLING/71. 'WOULD I FEEL .COMFORTABLE HERE?!

109. INSTALL A COFFEE CUP RACK FOR PARENTS IN THE STAFF

LOUNGE. IT'S A GOOD WAY TOOCEEP THE,WELCONE MAT OUT

FOR THOSE WHO ARE ALWAYS HELPING.

110.. LET THE PERSON WHO'S BEEN RESPONSIBLE FOR A., ROGRAM.OR

ACTIVITY GET'THE CREDIT HE OESERVES--LET 'HIM MAKE THE

.REPORT TOTHE BOARD OF EDUCATION.

111. MOVE BOARD OF EDUC'ATION MEETING'S AROUND THE DISTRICT.

GIVE THE HOST SCHOOL STAFF A CHANCE 'TO TELL WHAT

THEY'RE DOING.

112. HAVE 'RUG MEETINGS' WITH YOUNGER STUDENITS:

TO THEIR RHYSICAL LEVEL AND RAP.

GET DOWN

4 '

113. HELP YOUR SCHyOL. PUBLISH A41NEIGHBORHOOD MAP--ONE JHAT

SHOWS ,MORE THAN THE LOCATION OF THE' SCHOOL. GREAT FOR

NEW RESIDENTS, EVEN ZgTTER AS A TEACHING TOOL. i .

*. . .

.
°

-

114. HAV. AN ALUMNI pAY--A TIME FOR JUNIOR HIGH STUDENTS TO

.

RETURN TO THEIR ELEMENTARY SCHOOL AND TELL WHAT IT'S

'4REALLY LIKE 'UP THERE.'1 (THE IDEA WORKS WELL WITH
g-

'. SENIOR ftIGH. S6HOOL STUDENTS TOO.)
/ .

-21-
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116.

HAVEA'MINI F,A5HLUN

OEETING.. SHOW. PEOPLE PHYS ED OUTFITS, -A;6ARsITY

UNIFORMS, ETC.
1.

SCHEDULE A PARENTTEACHER CONFERENCEIN A STUDENT-'S

HOME. (IT'LL HELP YOU-SEE WHAT IT'S -eIkE FOR.SOME

PARENTS TO COME TO SCHOOL.)--.

117,, LET THE STUDENTS,IN YOURROO_M_LCOOK AN
EVeN!-ING,MAL FOR t,

THEIR PA.RENTS-. WHILE:THEY'RE EATING, LET THE,KIDS

TELL WHAT THEy.'RE LEARNING.

118. 7SET UP A BUDDY SYSTEM FOR NEW 5TUDENTS: NEW STAFT:,

'MEMBERS.

119. TAKE YOUR SCHOOL CHOLR/BAND TO A CONVALESCENT-HOME

-OR THE pARK OR-THE,MALL'.OR DOWNTOWN.

120, THINX ABOUT
COMMUNICATION7FIVE.MINUTES A DAY.

4".

-tr
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The Ten best
NOW,THINK. ABOUT THE IDEAS YOU GENERATED DURING_BRAINSTORMING

AND THE I0EAS ON THE PRECEDING PAGES, CONSIDER ALL THE,SE

IDEASAND PICK THE TEN YOU, LIKE-8EtT. MRITE THEM BELOW'.

-ts

4.

6.

8.

9.

10.

.

.(3

y_



The Five best
,

Go BACK.TO THE PRECEDING PAGE. CROSS OUT THE FIVE. ACTIVITIES

THAT WOULD BE MOST DIFFICULT TO DO. WHY YOU CROSS OUT ANt
,

DOaSN'T MATTER.

-LIST-T-HEFI-VE REMAINING ACTIVITIES BELOWRANK'THEM
ACCORDING 70 s?OUR PREFERENCE:- I.E., LIisT (OUR FAVORITE

\ACTIVITY FIRST, YOUR SECOND F.AVORITY ACTIVITY. SffCOND,.ETC..

1: -

2.

3 .\

4.

Now
PE
,SEE
ACT

PUB
EAC
PUB
IS

-S.
o

?

0

.-

VP

.

.

.

.

.
J.,

4"----

.

,
.

.., .
.

..
.

1

AS A MATT.ER 0 E,
;ONAL INFORMATION, LET'S.-
MHICH PUBLICS EACH
VITY WILL AF-FECT.. PUT
( IN THE BOX OF..THE TM.0
.ICS q.OST AFFECTED BY''

i ACTIVITY, (IF THE ..., ..

.IC AFFECTED OR INVOLVED
Yr-II:a) PRT11P1TY

it

1.1.

aMMMTZ

'

1--

Z
ill

0
o

,..

.

.z

a

z ...,

W

Z
cn

.

, cn
I-
z

0.

z

.

-

..

.

...

PUBLICS, BLACKEN THE pox.).
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TRE best
PICK THE ACTIVITY FROM THE PRECEDING PAGE THAT YOU LIKE
BEST. :WRI.TE IT HERE-...

Time Required
HOW MUCH TI.ME WILL IT TAKE TO DO THIS ACTIVITY? lESTIMATE

,THE AMOUNT OF TIME'THE ACTIVITY.45ER SE-MILL REQUIRE.)
ow

MINUTES

When Ohould I Otort
MONDAY. 'LOOK AT THE AMOUNT OF TIME REQUIRED, AND SCHEDULE
THEiACTIVITX FOR NEXT MONDAY:

.76

..

I WILL START THIS ACTIVITY AT 0',..CLOCK NEXT MONDAY.

Keeping Track

.4

IF YO6R ACTIVITY.TAKES FIVE MINUTES OR .LESS, DO IT ALL MONDAY.
7

I

IF THE ACTIVITY .WILL TAKE LONGER THAN.FIVE MINUTES, DO IT ALL
ON MONDAY ANYWAY...BUT GIVE YOURSELF CREDIT.-

P

FOR EXAMPLE, IF..THE ACTIVITY TAKES 15 MINUTES, DO IT ALL

MONDAYA. BUT GIVE YdURSELF FIVE MINUTES CREDIP FOR TUESDAY

AND WEDNESDAY:..AND DON'T DO ANYTHING THOSE TWO DAYS. START

A,NEW ACTIVITY FROM YOURFIVE BEST' LIST ON THURSDAY (OR
A .REPEAT THE FIRST ACTIVITY).

-25-
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The Adyanced
Five Minute A Day PP Oidn

4

4
_

USE YOUR PRIORITY ACTIVITIES Tn FILL IN'THE.FOURWEEK
CALENDAR ON THE NEXT PAGE. PLAN THE'FIR'ST ACTIVITY FOR

INJEXT MONOAY.
e.%

. ,

MA'KE SURE THE TOTAL NUMBER OF MINUTES roR THE MONTH (20

)A6ORJ(ING OAYS) 00ES.NOT EXCEED 100 MINGTES .(5 MINUTES EACH

.0AY,FOR 20 DAYS)..

.YOU CAN:REPEAT ONE ACTIVITY' ALL MONTH..:.OR:YOU,CAN USE..

NEW 'A:CTIVITIES EACWOAY....OR YOU.CAN.OD.ACTIVITIES.THAT
TAKE* MORE THAN'FIVE MINUTES. AND SPREAO:THEM OUT OR1_)BANK

THEM('-IN FUTURE DAYS. V

r

3 0
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The Advanci Five Minu e a Day PP Monne(

MONDAY
TUESDAY

4EDNESDAY
TbURSDAY

FRIDAY

4

MOUTES'

:USE THIS
PORM TO PLAN YOUR FR ACTIVITIES

FOR THE MONTH: 'WRITE AN1.

4,CTIVITY OR THE WORD 'CRBDIT1 IN EACH,SOX.o
NOTE. THE NUMBER OF MINUTES,

REQUIRED TO 00 ,THE ACTIVITY
(OR THE

AMOUNT'OFOEDIT)IN THE LOWER

RIGHT CORNER OF EACH BOX: TOTAL YOUR!TIME, AT THE'END OF EACH WEEK AND,

AT THE END OF THE MONTH,

MINUTES,

TOTAL MINUTq

324



ea.

Tho "Keep Me .comoiittecr
rive Minutt ci Day .PR 'Pion

.THIS PROGRAM. IS''ESSENTIALLY 'THE SAME AS THE ADVANCED FIVE-

.MINUTE-A-DAY PR PLAN....EXCEPT YDU GIVE A COPY,OF YOUR PLAN
70 A COLLEAGUE.

.GINE YOURSELF FIVE MINUTES CREDIT FOR TAKING THE INI7IATIVG...
ANO TEW MINUTES CREDIT IF YOU.AGREE TO DO A PR .ACTIVITY.
TOGETHER._ _ . _ _ _ _ _ _ _ _ _

TAKE TEN...MINUTES AT THE ENDvOF THE MONTH TO TALK OVER WHAT
WENT RIGHT, WHAT DUGHT TO BE-IMPROVED.AND WHAT OUGHT TO BE
ELIMINATED. (GIVE YOURSELF AN EVALUATION CREDIT CIF IMMINUTES.)

Whcn PHs Oaid and Done
?',WHEN ALL7 IS DONE, YOU'LL..FIND.THE CHANGES yoWyE,
MADEAND EVEN-'-TOETHINKINGOUVE'DONE--.WILL MAKE YOU MORE
EFFECTIVE.

ANO YOU'6.L FIND THAT EVEN FIVE-MINUTES-A-DAY WILL, MAKE;A
DIFFERENCE. ,THE RESEARCH IS VERY CLEAR THAT EDUCATORS WHO
ARE PUBLIC RELATIONS CONSCIOUS ARE MORE EFFECTIVE IN WHAT
THEY DO AND ENJOY THEIR WORK MORE.

.
THAT MAKES SENSE...BECAbSE WHEN THE PUBLIC UNDERSTANDS.
WHAT YOU ARE DOING AND SENSES THAT YOU CARE, THEY OFFER.
SORORT.

4
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The brainstorm brief in

For Can-Do Thinkers



generating ideas through brainstorming

IF YOU REFUSE TO,SUCCUMB.TO THE PREVAILING MOOD OF

CALAMIT THAT SEEMS TO BE.PARALYZING FAR'TOO MANY SCHOOLS

AND SCHOOL DISTRICTS TODAY..'.IF YOU ARE NOT CONTENT TO

MUDDLE ALONG IN A RUT OF AMIABLE MEDIOCRITY..AND tF YOWVE

ALWAYS KNOWN DEEP DOWN INSIDE THAT SOMEWHERE, SOMEHOW

,THERE La.6 WAY TO REGAINJ THE CONFIDENCE PEOPLE USED TO HAVE'

IR THEIR Sb-IPOLS, THIS IS YOUR LUCXY DAY. YOU ARE ABOUT TO._

BECOME A BRAINSTORMER!

BRAINSTORMING IS SRECIAL'BECAUSE IT TAKES ADVANTAGE OF

EVERYONE(4, 1S THINKING AND MAK5S IT POSSIBLE.FOR YOU TO LOOK

AT.LOTS .0F, WAYS IN WHICH YOU OR EVERYONE IN YOUR SCHOOL OR

YOUR DISTRICT CAN IMPROVE COMMUNWATIONS: WITH:STAFF, WITH

. .

PARENTS, WITH STUDENTS, AND WITH THE COMMUNITY AT LARGE.
0

.WHAT ARE THE-PROBLEMS? WHAT ARE SOME"POSSIBLE IAMEDIATE

SOLUTIONS? WHAT MEANS CAN.YOU TAK-ff'fb ARRIVE AT,EVENTUAL

SOLUTIONS?

IT IS IMPORTANT TO,REMEMBER THAT BRAINSTORMING

ITSELF SOLELY TO CREATIVE.THINKING. IT fS A SUPPLEMENTITO

INDIVIDUAL.CREATIVE THINKING,,NOT A SUBSTITUTE. FOR SHEER

DEVOTES

NUMBERS OF IDEAS, IS AR'EXCELLENT TECHNIOUE:,..;.MHEN.USED
,

PROPERLY.. -



4

GET A GROUP'7TOGETHER 7- PREFERABLY A GROUP THAT,

REPRLSENTS EITHER ALL KINDS OF TEACHERS OR ALL KINDS OF

STAFF MEMBERS. 'MIX, IN SUPPORT STAFF,'SOME'PARENTS AND

STUDENTS. IT'S THE WAY TO GO FOR GROUPS OF FROM 5 TO 60
4

TC.100 OR MORE.

WHAT WILL, YOU.GET roR ALL YOUR TIME AND EFFORT? OUR

:EXPERIENCES WITH GROUP.BRAINSTORMING ALLOW US TO MAKE gi-IFs'E

ESTIMArES:

0
A GROUP OF 12-25, ENGAGING IN' BRAINSTORMING FOR

15 MINUTES, WILL GENERATE AT. LEAST 150 DIFFERENT .

IDEAS..

°A GROUP OF 30-60, IN 15 MINUTES, WILL'GEN'ERATE

AT LEAST 250 DIFFERENTIDEAS.

-- A GROUP OF 300,f, BRAINSTORMING FORA5 MINUTES-WILL

GENERATE OVER 1,00p DLFFERENT:IDEAS.

AND, BESJ OF ALL, THEY'LL HAVE FUN COMING UP WITH

IDEAS FOR'PROGRAMS, ACTIVITIES'AND EVENTS THAT.ARE UNIQUE

TO YOUR SCHOOL OR YOUR SCHOQL D.ISfRICT DESIGNED EXCLUIVELY

TO FIT OUR NEEDS AND YOUR CONCERNS.. THERE/S A BONUS IN STORE.

'TOO, FOR ALMOST EVERYONE .wHo PARTICIPATES WI.LL FEEL SOME DEGREE

OF ,COMMLTMENT TO -SEE-ING THAT.THE IDEAS BECOME REALITY.

TO BE BLUNT'LY:HONEST WITH YOU, "WE'VE CONDUCTED HUVDREDS.

OF BRAINSTORMING SESSIONS FOR GROUP OF TEACHERS; ADMINLSTRA.TORS,
,

BOARD MEMBERS, STUDENTS, PTA LEADERS ITIZENSCOMMITTEES

AND IT'S WORKED EVERY TIME.

YOU/RE CONVINCE9? GOOD:

-31-



"maktng it happen
-- IDENTIFY WHAT IS TO BE.BRAINSTORMED AND'HAVE IT

CLEARLY $TATED. FOR EXAMPLE, 'HOW CAN WE, SAS

......... .

CLASSROOM TEACHERS AT SCHOOL) DO
.

-ABETTER JOB OF COMMUNICATI-NG WITH EACH OTHER? tHE-

PROBLEM TO BE BRAINSTORMED MUST BE SPECI,FIC . NARROWED

DOWN SO YOU CAN ATTACK A SINGLE TARGET. THE SUBJECT

MUST BE FAMILIAR,''SvIMPLE AND TALKABLE.
1

NAME'AND INVITE THE PEOPLE'YOU WISH Ta INCLUDE. (YOU'LL

BE MORE EFFECTIVE IF YOUR GROUP'IS REPRESENTATI:VE OF

THE PEOPLE IN YOUR SCHOOL OR-DISTRICt AND INCLUDES BOTH

CHIEFS AND INDIANS,T

4 ASSIGN PEOPLE TO TABLES. POUNDL.TABLES ARE BEST. WITH AT

LEAST SIX'PEOPLE BUT NOP:.MORE THAN-TEN AT EACH. BE

EACH TABLE\ 'IS REPRESENTATIVE OF THE KINDS OF PEOPLE

YOU'RE INCLODING...SOMEONE.FROM EACH GRADE\LEVEL OR

DEPARTMENT OR RESPONSIBILITY AREA.

SURE

Is

a

HAVE PAPER ANC} PENCILS AT EACH TABLE SO EACH .GROUP CAN

RECORD THE IDEAS 'GENERATED.
MOW

DUPLICATE AND SENDCIUT THE BASIC RULES FOR BRAINSTORMNG

AHEAD OF TIKE SO:PARTICIPANTS CAN FAMILIARIZE.THEMSELVES '
0

WITh THE PROCESS. (THIS IS MORE IMPORTANT IF YOUR GROUP

IS LARGE. IF YOUR GROUP NUMBERS 50 OR UNDER, YOU CAN

WAIT UNTIL,PEOPLE GATHER BEFORE GOING OVER THE RULES.)
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PUT THE RULES ON. A CHALKBOARD OR 1.1PAS A POSTER-7. LARGE

ENOUGH AND POSITIONED PROMINENTLY ENOUGH FOR EVERYONE TO

SEE AND READ AND BE REMINDED.

1. 'CRITICfSg JS'RULED OUT.. ADVEIRSE OUDGMENT OF

IDEAS'MUST BIUWIT.HHELD UNTIL A LATER TIME ALLOWING

.YOURSELF TO BE CRITICAL AT THE 'SAME TIME YOU.ARE

BEING, CREATIVE IS LIKE TRYING TO GET STEAM AND COLD

WATER FPOM THE SAME FAUcET AT THE SAME TIME, IDEAS

WON'T BEHOT ENOUGH. 'CRITICISM 'NOWT BE COLD

ENOUGH. RESULTS WILL BE LUKEWARM.

2. "FREE-WHEELING'. IS WELCOMED. THE WILDER THE

'IDEA, THE HETTER. IT'S. EASIER TO TAMt DOWN THAN,

TO THINK UP.

3. Q0N4C1TY. IS WANTE6... 'THE GREATER:THE NUMBER

OF IDEAS, THE MORE LIKELIHOOD OF USEFUL IDEAS.

EASIER T6 PARE DOWN A LONG LIST THAN TO UP

A SHORT ONE.

4. GOMBINATIEN AND IMPROVEMENT ARE SOUGHT.

ADDITION:TO CONTRIBUTING IDEAS OF THEIR OWN.

PARTICIPANYS-SHOULD SLIGGEST HOW IDEAS DF OTHERSHCAN

BE TURNED INTD BETTER IDEAS, OR HOW TWO OR'MORE

IT '

IDEAS CAN BE JOINED INTO STILL ANOTHER IDEA.
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fl
-- PLAN TO HAVE COFFEE OR SOFT DRINKS HANDY SO PEOPLE

CAN KEEF 1-1EIR CUPS FILLED AND BE MORE .RELAXED.AND

INFORMAL AT THE TABLES.

-- EACH TABLE NEEDS TO HAVE A LEADER -- AND A RECORDER.

IF YOUR GROUP IS 56 OR MORE, YOU MAY WANT TO IDENTIFY

'YOUR TABLE' LEADERS AND RECORDERS AillEAD OF TIME AND

GIVE THEN SOME TIPS* ON HOW TO DO THEIR'JOBS. (IF

YOU 'HAVE FEWER THAN O PARTICIPANTS, IT WORKS JUST

AS WELL To WAIT UNTIL EVERYONE IS PRESENT -- SEATED

AT THEIR ASSIGNED 'TABLES.. ASK ,EACH-GROUP TO IDENTIFY

THE PERSON AT THEIR TABLE WITH THE QUALITIES NORMALLY

ATTRIBUTEDOTO LEADERS. WHO WOULD TuRN DOWN SUCH

RECOGNITION?' NOW YOP HAVE YOUR LEADERS. THE RECORDERS

'THEN ARE.THE OEOPLE WHO NOMLNATED EACH OF THE LEADERS.).

BELIEVE IT pR NOT, YOU'RE' READY:-

.getting:it together
.

IT'S TIME TO.PRIME THE PUMP OF CREATIVE THOUGHT.

SET THE SCENE...USE THE LATEST PRONOUNCEMENTS FROM THE

POLLSTERS TO SHOW HOW LITTLE.PEOPLE REALLY KNOW 'AND HOW mucH

THEY'D LIKE TO KNOW. GET EVERYONE TO FACE THE. FACT THAT

PUBLIC SCHOOL.PEOPLE ARE KNEE-DEEP IN A CRISIS OF PUBLIC
'

' .
.

'CONFIDENCE. REMIND...THEM THAT THE SITUATION IS'. NOT HOPELESS

BECAUSE THAT GREAT,BIG BEAUTIFUL PUBLIC DOES WANT TO KNOW

*SEE PAGE 38
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Qua WANT TO BE REASSURED THAT 22 STILL 7 4...WiTHOUT A

LOT OF RHETORICAL QUALIFICATIONS. POINT QUI THAT WE CAN'T

COUNT ON ANYONE ELSE TO DO THE JOB FOR,U5, THAsT IMPROVING

CONFIDENCE IS A JOB WE MUST FACE up,To AND TAKE ON, THAT

-

TT-1E ONLY WAY WE'LL EVER ,O0 IT IS TOGETHER--POOLING IDEAS

AND TACTICS AND STRATEGIES TO COME UP WITH THE BEST WAYS

FOR US,'OUR SCHOOL, OUR DISTRICT.

.Q1..Yg THEM 4.BOTTOMLINE REMINDER THAT BRAINTORMING

'IS CREATIVE THINKING. REvIE,W THE RULES. GIVE THEM A QUOTA.

(FOR EXAMPLE, 'IN THE NEXT 10 TO 12 MINUTES, EACH GROUP

SHOULD COME UP MITH AT LEAST 25 IDEAS.')

NOW WARM UP YOUR BRAINSTORMERS. GIVE THEM SOMETHING

TO PRACTICE ON, TOTALLY UNRELATED TO WHAT THEY WILL ACTUALLY

BE BRAINSTORMING...SOMETHING LIKE, 'I HAVE TEN TRUCKLOADS OF

'USED--REALLY USED!--TIRES. IN THE NEXT 60 SE-CONDS, IF YOU

CAN GIVE ME EQ.,l_.J.5541i GOOD iDEAS ON HOW,YOU COULD USE THEM,
A.

I'LL GIVE THEM TO Y06--FREE.' liSE THE TOTAL GRbUP AND SKIP

' 'AROUND THE ROOM GETTING IDEAS. IN THAT 'MINUTE, YOU SHOULD

GENERATE A COUPLE OF DOZEN IDEAS, AND rOUR GROUP WILL HAVE

CAUGHT THE 'HOW TO' OF BRAINSTORM'ING.

YOU:RE READY NOW TO ADDRE'SS THE FIRST PROBLEM TO!3E

15RA11.STORMED. TELL PARTICIPANTS HOW LONG THEY'LL HAVE TO

BRAINSTORM AND LET THEM GO.



. .
'

A.COUPLE OF'MINUTES BEFORE' TIME Is UP, WARN,THEM.

,REMIND.THEM'AGAIN MH,EN THERE'IS JUST ONEMINUTE LEFT AND

CALL TI'ME..
1

IT SOMETIMES. HELPS SIIMULATE QUANTLTY_IF YOU TAKE onk..

QUICK RUN AROOND.THE Roop (FIGURAPIVELY SPEAKING)-TO ASK
,;

!'1710W MANY LDEAS DID YOUR GROOP'OME -UP WITH?:r ONE, TABLE

WILL .ALWAYS HAVE QU1TEA FE.,, MORE, THE ANNOUNCEMENT OF WHICH.._
. ..

'IS USOALL* GREETED WITH APPROPRIATE- CHEERS AND BOOS. IT

'HELPS THE- I,NFORMALITY AND INTRODUCES A HEALTHY' 5LEMENT OF
:

.

.-.

..

'WE.CAN DO BETTER'TWAN THEY DID' WHICH. IS JUST. WHAT YOU
.

e '

WANT.: YOUR-GOAL IS QUA'NTITY.

SET THEM OFFAGAIN WITH' ANOTHER PUBLIC 'FOR ANOTHER

I 0-.t.1 ".N7.INUTE .

;,

AFTER YOU HAVEBRAINSTORMED.JHE AREAS 'you TARGETEDL....-

HOW TO IMPROVE-COMMUNICATIONS WITH STAFF, WITH PARENTS,

WITH STUDENTS, TO AND,FROM THE CENTRAL OrFICE'AND 1VE

BOARD, WITH THE COMMUNITY, WITH EACH OTHER., FROM SCHOOL'

TO SCHOOL, ETC.--TAKE YOUR PICK...LET THEM7;.ET ANOTHER
.

CUP OF COFFEE...AND IT''s ON'T0 PHASE TWO. /

AS AN OPTIONAL ACTIVITY, HAVE EACH QfROUP IDENTI.FY ITS

"THREE Bgsi- IDEAS. THIS WILL TAKE ABOUT,r5-10-MINUTES. AT

THIS.POINT YOU CAN GO ONE OF TWO ROUTES: YOU...CAN HAVE THEM

'WRITE tHEIR-THQEE'BEST IDEAS INTO 100:WORD PARAGRAPHS AND

REPORT, OR ?(OU CAN SIMPLY HAVE THEM REPORT ORALLY TO THE

REST OF THE GROUPS. THIS. PHASE IS CALLED 'PUTTI"NG THE ,

RIBBON ON THE PACKAGE.?

' 9
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DON RFLAX TOO MUCH JUST YET, FOR: THE. JOB ISN'T QUITE..

OVER.-

COLLECT'FROM EA.cH TABLE ALL 7HE IDEAS GENERATED, WITH

THE BEST ONES STARRED.
'

.4
THANK PARTICIPANTS,FOR SO GENEROUSLYSHARING THEiR

:CRATIVITY WIH ONE ANOTHER.ANO PROMISETHAT WITHIN THE

WEEK YOU'LL HAVE A COMPILATION OF ALL THE IDES (WITh
P

-OUPLKATIONS EDITED\ OUT ANO'MISSPELLED WOROS CORR4TED) TO

EACH ONE OF _THEM.

IN°GUR .SESSIONI,S, WE MAKE THESE PROMISES TO THE

INOIVIOUAC PARTICIPANTS: 'IF YOU PUT TWO IDEAS TO.WORK,'

YOU'LL.A00-LEST TO YOUR JOB. IF YOU TR'Y HA*LF A (DOZEN,

YQ-U WILL' REALLY PEP UP YOUR ASSIGNMENT. IF YOU SELECT A

:pozE OR MORE, YOU WILL BE SO FULLY FUNCTIONING THAT

EVERYONE WILL WANT TO \BE ON uuR TEpq.1.'

READY?,

SET?
'

GO!



TenTOA ...forTobt.,Legders.

1 ,KEEP THE BRAINSTORMING.SESSION INFORMAL.

2. EXPLAIN, IN YOUROWN- WORDS;...THE GUIDELINES FOR

BRAINSTORMING.

WORTHLESS .

LET YOUR TEAM KNOW THAT ND IDEA is

3 . TF SOMEONEPERSISTS IN BEING A CRITIC OF IDEAS, IT

IS:UP TO YOU'TO WARN 'HIM AND STOP HIV. 'THINK UP

DR,SHUT UP.!

'KEEP A.SPIRIT OF ENCOURAGEMENT CrING BE ENTHUSIASTIC.

ABOUT.THIS CHANE TO BE CREATIVE AND LET THAT

ENTHUSIASM SHOW', IT'S CONTAGIOUS.

LET YOUR BRAINSTORMING TEAM FEEL THEY ARE PLAYING A

GAME.: TRY HARD, -Bin WITH. A RELAXED FRAME,PF MIND.

'REMEMBER THAT THE AIM OF BRAINSTORMING IS.TO PILE UP

A-QUANTITY OF:IDEAS BETTER WAYS.

BE PREPARED TO THROW OUT'SOME IDEAS OF YOUR'OWN, 'SOME
0 j

OF THEM IN THE 'WILD' CATEGORY TO STIMULATE .0THER. N

IDEAS (:PRIME' THE JOINT'FLOW 'OF IbEAS).

8. ENCOURAGE 'PIGGYBACKS,' THE =WS THAT ARE DIRECT4Y
0

SPARKED BY A PREVIOUS IDEA.

KEEP IDEAS FLOWING. INVOLVE EVERYONE.

GRAB IDEAS AS THEY ARE OFFERED AND HELP GET THEM INTO

FORM
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